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The Definitive Guide to 
Job Search Communication

Say It
Right:
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What’s the best way to  
communicate with a  
potential employer? 
Lots of people don’t know, or  
they take their best guess without  
getting informed.  The results range 
from yawn-inducing (meaningless 
buzzwords) to wildly inappropriate 
(emojis!).

In this eBook, you’ll learn the best ways to  
communicate with potential employers.   
We’ll cover:

• Good communication: What it is and how to do it.

• How to talk to anyone in a professional setting.

• Best practices for networking, cover letters,  
 phone screenings, interviews, and the all-important  
 follow-up.

• Where to turn for help personalizing your  
 professional communication style.
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The Rules of Engagement
“Good communication is essential on the job!” 

This advice is everywhere: Blogs, job boards,  
networking events, books, websites … but what 
does it mean?  What is “good communication”?

Verbal: Good communicators pay attention to 
both what they say and how they say it.

Written: Good communicators write clearly,  
concisely and in an organized fashion.

Tech-based: Good communicators know  
that just because they’re on a computer (or  
their phone) there is no reason to allow  
textspeak, emojis or other shorthand to  
cheapen their message.

Aural: Good communicators practice their  
listening skills as well as their expressive skills – 
because they know that understanding the other 
person is crucial to crafting their own message.
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How to Talk to Anyone
To communicate well in a professional setting, 
you’ll need to think about speaking, writing,  
listening and tech use.  You’ll also need to think 
about setting the right professional tone.  Here’s 
where to start.

The clothes make the professional. It may not be fair or  
logical, but it’s true: First impressions matter, and they’re often 
based on clothing and grooming. Communicate that you’re  
a professional to be taken seriously with clean, pressed, job- 
appropriate clothes, as well as clean and neat hair and nails.

Social graces still matter. Good manners are never out  
of style, and they reassure other professionals that you can 
be trusted to represent them and their hard work as well as 
your own.

Your body talks too. Body language says a great deal about 
our inner feelings – and it also “talks back,” changing how we 
feel.  Practice confident, open posture to feel more confident 
and open inside.

It’s not just for in-person meetings. The next time you’re 
trying to write a confident cover letter, get dressed in clothes 
that make you feel professional.  On the phone with an  
interviewer, stand up and adopt a confident pose.  These basic 
steps really do make a difference in how you communicate – 
even if the other person can’t see you.
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Best Practices for Networking
Aggressively pushing your “personal brand”  
onto strangers?  No thanks.  Here’s how to  
network effectively by communicating well:

Talk to people you know. You’re a member of many  
networks: Family, friends, teammates, fellow churchgoers or 
volunteers, social organizations, parents at your kids’ school 
and others.  Start by listing people in these groups who may 
be able to help you, and reach out to them.

Answer “What’s in it for me?” Approach members of  
your network by offering something they might enjoy,  
like coffee or a lunchtime walk, as part of your request.   
“I’m looking for a job in marketing, and I understand you 
work for X Company.  Would you mind getting coffee with 
me this week and giving me some tips?”

Say “Thank you.”  Send a thank-you note the same day.   
Tailor the note to the relationship.  For instance, a text  
message might be just right for your best friend, while a  
handwritten note might be more appropriate for a  
co-volunteer on the parent-teacher committee.
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Top Tips for  
Clear Cover Letters
Cover letters allow you to personalize your  
resume, focus an employer’s attention on your 
best work and answer the question, “Why is it that 
we can’t afford not to hire this person?”

To communicate your best work in your  
cover letter:

Write to a specific person.  “To whom it may concern” 
or “Dear Manager” say, “I didn’t bother to find out who is 
really in charge of this position.”  Make sure you send it to 
the particular individual who will read it.

Tell your best story in a single page.  Use white space 
and short paragraphs to make it easy to read.  Focus the 
text on your best accomplishment that is relevant to the 
job you want.

Add a call to action.  What do you want the reader to do?  
Include this courteously and professionally: “Please  
contact me for an interview at your convenience.”

“Sincerely,….”  Use this formal closing, and include your 
name and signature.

Triple-check.  Have two other people read your  
cover letter to ensure it’s free of grammar, spelling or  
punctuation errors, and that the formatting is consistent.
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Talking to the Machine
Most employers use an automated Applicant 
Tracking System (ATS) to collect and sort  
resumes and cover letters.  The ATS includes 
scanning software to scan applications,  
trashing the ones that aren’t relevant and  
passing along those that are.

To get past the gatekeeper, you’ll need to  
communicate so the ATS can “hear” that  
you’re qualified.  Here’s how:

Tailor your resume to the job posting. Use the same words 
and phrases to describe key skills and duties.  This is the  
language the ATS looks for, so catch its attention by saying 
what it’s primed to “hear.”

Use common headings.  ATS systems are set to look for  
certain common headings, like “Experience” and “Education.”  
Use these to ensure the system can find your information.

Double-check extracted data.  The ATS may “extract”  
data and display it within its own system.  Take the time to 
check that information is in the right place (that your work  
experience is listed correctly, for example).
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Phone Like a Pro
Passing a phone screening is key to landing the 
interview in some jobs.  Here’s how to handle 
the phone interview like a professional:

Do your research. If you have nothing to say, you’ll stumble, 
flail and sound incoherent.  Know whom you’re talking to so 
you always have something to say.

Put your resume by the phone. Don’t overburden your brain 
by trying to recall what’s on your resume – keep a copy by the 
phone so you’ll know what the hiring manager is looking at.

Make it quiet. Pets, people and other noises can turn a phone 
screening sour.  Find a quiet place before you take the call.

Talk simply and directly. Try to limit each of your answers 
to no more than one minute.  Thirty seconds is ideal.  Practice 
ahead of time to streamline your questions.

Save your questions for the end. Interrupting with questions 
confuses the flow of the conversation and ensures that your 
best points will get lost.  Jot down questions and ask them at 
the end.
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Interviewing Without 
Your Foot in Your Mouth
Interviews are all about communication.   
Here’s how to interview without putting your  
foot in your mouth.

Prepare, prepare, prepare.  Know how you’ll respond to 
the most common interview questions.  Practice your  
responses so you can say them easily.

Pump up your accomplishments.  Prepare two or three 
stories about key achievements in your past work that 
are relevant to this job.  Use them to respond to questions 
about challenges that come up in the job or that the  
company is facing.

Assess your interviewer quickly.  Interviewers  
typically fall into one of four “types”: rushed, friendly,  
interrogating, or inexperienced.  Identify which one 
you’re talking to, so you can maintain your composure 
and hold up your side of the conversation.

Pay attention to nonverbal cues. Much of what you 
communicate in the interview is nonverbal; your  
interviewer will be looking for information about your 
confidence, honesty, friendliness and more based on 
your nonverbal behavior. Be careful not to slouch or  
fidget too much, and try to mirror the interviewer’s  
posture when appropriate.
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Following Up With  
(Professional) Flair
Sending a prompt, polite, professional  
follow-up will set you apart from the  
vast majority of candidates – because the vast 
majority of candidates won’t bother.  Here’s 
how to do it well:

Find out when to expect the next step.  Before the interview 
ends, find out when you can expect to hear back from the 
interviewer.  This helps you alleviate anxiety and prepare for 
your follow-up.

Send a thank-you note.  Draft your note as soon as you  
get home.  Address it to the specific interviewer you spoke to.  
Mention your continued enthusiasm for the job.  Drop it  
in the mail within 24 hours after the interview – sooner,  
if you can.

Inquire politely.  Has the “hear back” deadline passed  
with nothing from the employer?  Call or email to politely 
“touch base.”  Ask how the hiring process is going and for 
an update.  Use the already-passed deadline as the reason 
for your inquiry. 
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For More 
Help

Need more help with cover letters, 

interview questions or follow-up  

etiquette? Talk to your recruiter!

Staffing partners specialize in  

helping talented people like you  

secure jobs with companies that 

will put their skills to work and  

help them to thrive. Your recruiter 

wants to help you stand out from 

the crowd – and can provide  

personalized advice on how to  

stand out in all the best ways. 


